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Objectives

[1 State two reasons you should
use the Reorder List feature.

[0 Manage products on a
N Reorder List.

- [J Control access to a
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Reorder List
Objectives

4.1 What is a Reorder List?

The Reorder List is a list (or lists) you can
create of items you order on a recurring
basis. If you order products on a recurring
basis, using the Reorder List feature in
ECAT is a way to eliminate the need to
search for the same product each time you
want to order it. Click the Reorder List tab
to access this feature.

Reorder List Tab
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4.2 Create a new Reorder List

If you have never created a Reorder List before, the system wiill
tell you that there are no Reorder Lists available and prompt you to
create a new one. Click the Add button to create a new Reorder List.

3 Reorder Lists - Microsoft Internet Explorer provided by BECP

L ) SN B SN =
) https:/ medweb.dsep. dia. milipls/ prod: g_reorder_list.p_display_rearder_HstlemurCodesd
=

Reorder Lists

‘There are no Reorder Lists currently available.

A

\

Add button

Managing the
Reorder List

If you have created previous Reorder Lists, the system
displays all your available lists. Click the New button to create
a new one.

3 Rearder Lists - Microsoft Internet Explorer provided by DSCP

PR T [ad xR ey e
i] ps:/ fmedweb. dsep. dla. milf pls/ prod/ g_reorder_list.p_what_to_s

Reorder Lists

Ad_gnitrys 4.

New button
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(continued)

Whether you are adding or creating a new Reorder List, the application will next ask you to
name and describe the Reorder List that you are creating. Once you have done this,
click the Add button to finalize the creation of the added or new Reorder List.

3 New Reorder List - Microsoft Internet E: nrovided by DECT =1 E 3 Reorder Lists roxoft Internet Explorer provided

i B A G Calra R i > =08 _sJpavi
hittps:/ ¢ medweb, decp.dla.mil pls/ prodr g_reorder_lst.p_what_to_ W i ' Go I it hittps:/ i medweb, dscp.dla.milf pls/ prod/ @_reorder_Wst.p_process_mew_reorder_Hstferrorc: . dd.x=31 BAdd y=12 o' Go

Reorder Lists

Lists Access ‘Status |Action
5 i-Weekly Supplies ) [Owner ! o
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4.3 Manage the products on a Reorder List
Click the Reorder List tab to select an already created Reorder
List, or create a new Reorder List as described in section 4.2.

4.3.1 Add, Select and Delete products

You can add products to the Reorder List through the Product
Listing page and through the Cart. To access the Product Listing
page, click the Results tab. To access the Cart, click the Cart
tab. This section explains how to add products to the Reorder List
from the Product Listing page. To learn how to add products to the
Reorder List from the Cart, please refer to section 6.4.
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(continued)

hittps:i Fmedweb.dscp.dla,milspl g search_init.p_get_search_result
Jemmentne. .. Product Listing
O Click the Action box for the product you want to add to the
Reorder List. :r Name iﬁ;mﬁ:ﬁ:ﬁsﬁm&“m Products 1 to 6 out of 6. comEmm
e Part - Items/ Lead  Quantity
O Select the Reorder List that you want to add the products to sm:::m_:)“ ~— e :w " e |awo | G [
from the dropdown box at the bottom of the page. Gy T M TR | | ] )
GLOVES, VINYL, LARGE \w ux..,;...v 1w | 2 -
O Click the Add to Reorder List button. [ —— ,,m'};\ —_ =
GLOVES.VINYL 5762R10 "; Box | 100 | 2 -
|L’ =5l Supplier I $27.04 " " \ -
talog [
When the item is added to / T
the list, the product will be i )

highlighted in blue.
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Once items are in your Reorder List, you will
have to Select them in order to manipulate
them. Select an item in the Reorder List

by clicking the Selected box next to it.

If you want to select all of the items in the
Reorder List, click the Select All button

at the bottom of the page.

Selected box —

Select All button —

pre = =
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il

{&] https:// medweb, dscp.dla.mil/ pls/ prod/s g_rearder_list.p_display_rearder_list?errorcode=0
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d
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Reorder List

il

Reorder List Name: [BiWeekly Supplies

Sort by: |L5N,Suppher Mame Part Mumber
- Part _ _ Ttems /| Lead Local Stock
Supplier Name Product Number Quantity| Price | UOL UOI | Time Nhiber Selected
ECAT Test Supplier & BEAKER GRIFFIN 1000ML 02540FE i $142.59| Case | 24 2 &= \
_ |GLOVES SEAMIESS VINYL. DISPOSABLE  |G3026- >
ECAT Test Supplier D v DERED, 0.0065-IN GAUGE, LARGE 100E4 [ Lt — \'_jj

——

ADD TO [can

(p-68)



LESSON 4:
Managing the

Reorder List
(continued)

Just as a product can be added to the Reorder List, it can also be deleted. Click on the
Selected box next to the product you want to delete, then click the Delete button. The
item is automatically deleted from the Reorder List.

Y
hittps:/ i medweb, dscp.dla.milf pls/ prodr g_reorder_Mst.p_display_recrder_listferrorCode=0 hiteps:/ ¢ medweb, dscp.dla.m pls/ prodi @_reorder_tist.p_display_recrder_listiermorCode=0

%dmmgﬁjlng__,_, Reorder List ; %dmmgg}lng_ml Reorder List i

| |
Reorder List Name: [B-weekly Supplies | Reorder List Name: [E-wesiy Supies
Sort by: [N Supplion tarme Part Nurnbor = Sort by: [L5H Supphor Hamn Par Nurbor =
Supplier Name Product Part o antity Price | UOT 1:[01; "T'::: ""’m‘k Selected hms‘::k Selected
g'pg,;umgmm LB lo2sa0pE T | [£14259| Case | 24 | 2 [ © —_ =
GLOVES SEAMLESS VINVL, DISPOSABLE - T s m‘ 1 2 =
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__l
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Delete button
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4.4 Save a Reorder List
Once you have finished adding and deleting items from the Reorder List, you should save

Click the Save button to save your list.

the list so you can access it again in the future.

A Reorder List - Microsoft Internet Explorer provided hy DSCP

Y

e

p_dizplay_reorder_list?errorCode=0

fos v B

&) https:/ fiedweb, dscp.dla. milf pls/ prod/ g_reorder_list.

Reorder List
(continued)

§dmmenine Reorder List
7|
Reorder List Name: [Bi-weekly Supplies
Sort by: |LSN,SuppI|er Mame Part Murnber
" Part . . Items /| Lead | Local Stock
Supplier Name Product INhiaber Quantity | Price | UOI UOIL | Time Nansh e Selected
. GLOVES SEAMIESS VINYL, DISPOSABIE  |G3026- |:|
FCAT Test Supoler D [ WDERED, 0.0065-IN GAUGE, LARGE joos, 1) B2 Bk | L - 15
Reorder List
Description:

ADD TO [cart

Save button — |
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4.5 Control access to a Reorder List

By default, only you can see your Reorder Lists when you access ECAT. Sometimes,
though, you might want to let other users use your lists. To grant other users access to your
Reorder Lists, click the Access button on the Reorder List page. Select a user from the
Available Users listbox, then click the Add button to move the user to the Current
Users listbox.

fonges: 1 Fmancherud. diop. dla. mild plsi prod/ @_reander_tist.p_digplay_nearder_lis®erorCodes=0

dmmonine Reorder List

4

el

Reorder List Name: [BiWeoky Suppiis

Sort by [L5H Suplir M Part Nurribar

Nt rdwat. diep s il bt prod/ §_reardes_list p_ps suabe_riquest

Reorder List
(continued)

j' dmmenine. Reorder List Access
pa— i plsd prod/ webabjects. reorder_lis_scouss p_process_atoess_userTant s .
mulmw - -
e ————W. : | - Gommenine,,.) Reorder List Access

O Click the Access button

—

00 Highlight appropriate user in
Available Users dropdown box
O Click the Add button

Avallable Users

[0 User appears in the Current Users box
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The Reorder List Access page gives you

a lot of flexibility when you set the access : =4 IE
. . &) il pls/ prod/ webobjects, reorder_list_access.p_process_access_userfanListid=9934RavaccessRequest=addB avavailableUsers=mavSIGRavaccessRights=Read+Only
rights to your Reorder Lists. s : :
§ SRR Reorder List Access 3

[J You can add multiple users to your

Access list by highlighting each user

L Available Users Current Users Access Rights
and C|ICkIng the Add button. TRANING USER 13 E WA ZOB  [Read Only =]

TRAINING_ALTH_1
TRAINING_AUTH_2

O You can grant different users different e

TRAINING_USER_10
TRAINING_USER_11

access rights on the same list by TRAINING USER 12 2]
changing the option in the Access Rights
dropdown box for each user before
clicking the Add button.

i©
(0

[J You can change a Current User’s
access rights after he/she has been
added by highlighting the user in the
Current User box, changing the option in =]
the Access Rights dropdown box, and
clicking the Update button.

[0 Click Done when you are finished setting
access rights to your Reorder List to
save your changes.
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4.5.1 Types of Access

After you have granted users access to your lists, you must
set the users’ access rights by selecting from the Access
Rights listbox. There are three types of rights that can be
granted to a user:

[0 Owner
[0 Read/Write
[0 Read Only

Owner - The creator of the list is automatically considered
the Owner of the list, granting the creator Owner status. The
Owner can add and delete items on the list, delete the entire
list, and send items from the list to the Cart. This user also
has the ability to assign access rights to the lists. Owner
status is transferable among users. However, be aware that
once Owner status is transferred, the original Owner retains
merely Read Only privileges to the list.

Read/Write - A user with Read/Write privileges has the
same list modification, deletion, and Cart-sending privileges
as the Owner, but this user cannot change other users’
access rights.

Read Only - A user with Read Only privileges may view
the list and send items from it to the Cart, but this user does
not have the right to modify it or change other users’ access
to it in any way.

After you have selected the appropriate level of access for
each user with access to your Reorder List, click the Done
button to apply your changes.

Reorder List
(continued)

[&] il pls/ prod/wehnobiects. reorder_list_access.p_process_acces:

Reorder List Access

s_userianlistld=9934RavAccessRequest=addRavayailableUsers=mMaYSIGRavAceessRights=Read+0nly

.

a

dmmonlins
dstense midisal matasiel

e ]

Done button
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4.6 View an existing Reorder List

If you already have a Reorder List created, when you click the Reorder List tab from the
Product Search page, you will have a choice of lists to view. To view the products in an
existing Reorder List, click the Action box next to it, then click the Select button.

Y
Fi EB=1 5
8] hitips:/ /medweb. dsep.dlamil/pls/prod/g_reorder_list p_evaluate_request
?:;éb : 1 iy
Jommentne... Reorder Lists : P
Awvailable Reorder Lists |[Access Status Action ) = = -
v =
Monthly Test List 1 Owner Available (] —
- - &1 hitps:/medvweb.dsep.dlamil/pls/prod/g_reorder_list p_display_rearder_list?ermorCode=0
‘Weekly Test List 2 Owner Available (m] ey —
ulse Owner Available ) . H )
. yommenins.. Reorder List K h
{oelere Ladd 1o Cari] :
A
Reorder List N@
Sort by: |LSN‘Supp\|Er MName Part Number
. Part ; . Items /| Lead | Local Stock
Supplier Name Product Number Quantity| Price | UOI TOI | Time Number Selected
ECAT Test Suppler A Finger Tip pulse Oximeter B |esnoc $306.03| Each | 1 2 r
., |Airway Adapter Tube (box 0f12)
BCAT Test Sunplier A& b o0 o e Pulse Onimeter P2/04AT $79.56 | Box | 12 2 O
Carbon Dioxide Sensor for the

ECAT Tesi Suoplior A 2y ™0 oo 0 e 984054 $255.00( Each | 1 2 r

Mew Reorder List

Reorder List
Description:

Select button ADD TO [Cat g croe Lisi Lociectead
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4.7 Reorder Lists in Review

One of the columns on the Reorder List page is Status. Until now, it has always said
“Available”, which means there has been no change made to any of the items in the list.
However, sometimes the status of a Reorder List will be “In Review”, which means a
supplier, for one or more of the products on the list, has made a change to the products
since the time the Reorder List was created. The supplier may have changed the price or
may have deleted the item from its catalog. In order to see which item has been changed,
you must view the Reorder List.

7 Reorder Lists - Microsoft Internet Explorer provided by DSCP

T——— FoL XB = B
C &) https:/ f medweb, dscp.dla.mils pls/ prod/ g_reorder_list.p_evaluate_request
i isti i Sommonine Reorder Lists
To view an existing Reorder List: b -
act the ECAT Help Desk at 800-290-8201 or eca nil
D CheCk the ACtIOﬂ bOX neXt tO the I|St Available Reorder Lists |Access Status
. . . i-Weel upplies wher wailable
you wish to view and then click the - et ﬁRm{

\Available \

se I ect b u tto n. New Reorder List9937  [Read

LESSON 4:
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(continued)
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4.7.1 Approve Changes to a Reorder List

If, after you have reviewed the changed product, you want to continue to have that
product in your Reorder List, click the Selected box next to the product that changed,
which is highlighted in red, and then click the Approve button.

Y
To update the change to your Reorder List and change it from “Changed” status to
“Approved” status, click the Publish button.
: )
&) https-d Fndwob. deep. e mild plef prad? @_rdardar_listp_display_rearder_listharmarCodas=0 | o &G n i medwily, decp. dismilr pled prodrg_roorder_listp_display_reorder_Hstherrorcodeso
?dmmggﬁnz,,._, Reorder List '-%rdmmg-_?_"_’gg_,,_, _. Reorder List

Reorder List Name: [Weakly Suppies Reorder List Name: [Weorly Suppies I

Sort by: [LSN Supplier Nama,Pat Numiner =
In Review
[Ttems /
Saort by: [L5NSupglinr Namo,Part Numbar = .,I.T Qlllﬂity|hice voL pll Lead Time lm& e
—r L — - — ET |t psooc i [sa06 03] Each | 1 2 1501 EELT r
[Hun:ﬂ'.ﬂl Local Stock Old Ol z
Price (I:!‘l'_].m.n_e ;;m Status Part Price ;ﬁg ||_ .ms.sn r.'m_ 6. .2 rl |
-------------- hosez [T | | $612| Bex | 100 2 0
| 830603|Each| 1 2 et st | E
e . ADD TO [Cat 3 . cummD @Em
£179.80{Case| 6 2 [ iChanged. [3000ML [joe (617878
Lriew List Raccess R0eiere Biave Reiect All]
£612 | Box | 100 | 2 & 4 r
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4.7.2 Disapprove a Change Made to the Reorder List

If after reviewing the change, you decide that you no longer want the item in your
Reorder List, then click the Selected box next to the product and click the Publish
button. This takes you to the Reorder List page. There, click the Selected box

next to the product that you no longer want, click the Delete button, and the item will
be removed from the Reorder List.

https:/  mbdwed. dscp.dla.mily pled prods ¢_rearder_list.p_display_receder_listherrarCade=0 Wt/ madwed. dscp.dla. mily pled prods @ _reorder_list.p_disphay_recrder_listherrarCade=0
. £ .
Jdmmenine Reorder List geimmening Reorder List
Reorder List Name: [Westly Sizpies Reorder List Name: [Wes Swepies
Sort hy: |lS_N_Snp|Mr i Part Numbes .
In Review —
Part Ttems / Local Stock
Sort by: [(5N Supgher Hamo Part fumbe: = ISWPHHN-l{ Product Nl antity Price | UOL "o Lead Time) 0
_|oo. . = e B F ws0o0c [ | [$30603| Each | 1 2 B s
lnm.rr.nd Local Stock ol o | Old o o 1223+
e o A LT s O T8 i, O s e ) o[ ¢ | 2 )
E_f‘a'rreu&mhqa S VINYLITE dogsz |1 | $6.12| Box | 100 2 o
| §30603|Each| 1 2 [EEnisEEn | (m Reorder List
Deseription:
ADD To [tan 5 D S
S17878(Case| 6 | 2 App ( " i
$6.12 | Bex | 100 | 2 App (|
RPubtn )
5
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4.8 Download to DMLSS (continued)
The Download to DMLSS button is located at the bottom of the Reorder List page.

If you have the DMLSS Retail ordering system loaded on your PC, then clicking this button
will download a file containing your reorder list information to your PC and will place this file
directly into your DMLSS directory. You can the use the DMLSS system to place your order
for the items. An overview of the ordering process can be found in Appendix D.

The ECAT Help Desk has received calls from users who have reported trouble receiving
status on orders placed from the DMLSS Retail ordering system. This is most likely a result
of a problem with the way the DMLSS system is receiving the order status from the ECAT
system. Therefore, please contact the DMLSS Help Desk first to correct this problem,
not the ECAT Help Desk. The DMLSS Help Desk can be reached at 800-600-9332.

A Reorder List - Microsoft Internet Explorer provided by DSCP

|
| o wmals e Brivey | S5l =]
| €] htps: //medweb, dscp.dla mil/pls/prod/a_rearder_list,p_display_reorder_list?enarCode=0 ~| @
=
3 i Reorder List
§dmm°”'”a eoraer Lis
EER

Need Help? Contact the ECAT Help Desk at 800 cath

Search

ing s |ReorderLists Cart ° Status

Reorder List Name: [pulse

Sort by: |LSN‘Supp\ier MName,Part Number
s Part . o @tems / Lead| Local Stock
Supplier Name Product Number Quantity| Price UOI TUOI Time Number Sel
JECAT Test Suppter 4 Finger Tip pulse Oximeter & 9500C $306.03[Each | 1 2 5

Supplier: 100000095 Catalog: 100 Item: 49
Airway Adapter Tube (box of 12) for the
JECAT Test Supphier 4840 series Pulse Oximeter 9840AAT $79.56 | Box | 12 2 1 o

Supplier: 100000095 Catalog: 100 Item: 47
Carbon Dioxide Sensor for the 840 series

ECAT Test Supplier A Pulse Oximeter 984054 $255.00(Each | 1 2 [ 1 ¢
1 Supplier: 100000095 Catalog: 100 Item: 48

Mew Reorder List

Reorder List
Description:

ADD TO [Can e LisiYselecied)

Pres s tccess Roctcre Roave Qlooeriont (o Drss Y oelect Al
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Below are a few questions designed to reinforce the material presented in the preceding lesson.
Please take a few minutes to carefully read and answer them. The answers can be found in Appendix F.

Questions

Why should you use the Reorder List feature in ECAT?

a. To eliminate the need to sort your search results each time you want to search for items
b. To create a list of items that you order on a recurring basis

c. To place the items you want to order in your shopping cart for purchase

d. To compare multiple items’ prices and availability

How do you access the Reorder List feature?
a. Click the Reorder List tab

b. Click the “Add to Reorder List” button

c. Click the Cart tab

d. Click the “Add to Working List” button

From which two pages can you add items to the Reorder List?
a. User Notes & Search

b. Product Listing & Search

c. Product Listing & Cart

d. Cart & User Notes

What series of actions would you follow to delete an item from a previously created Reorder
List? (begin from clicking the Reorder List tab, assume multiple lists exist)
a. Click the action checkbox next to the Reorder List, click the “select” button, click the “selected” checkbox on the
line of the item to be deleted, click the “delete” button
b. Click the action checkbox next to the Reorder List with the product to be deleted, click the “delete” button
c. Click the action checkbox next to the Reorder List, click the “select” button, click the name of the product to
be deleted, click the “delete” button
d. Click the action checkbox next to the Reorder List, click the “select” button, click the supplier name of the product
to be deleted, click the “delete” button
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Questions

By default, when you create a new Reorder List, who has access to it?
a. Everyone at your site

b. You and your supervisor

c. The Group Administrator at your site

d. You

What is the definition of Read/Write access?

a. User can access and view a Reorder List, but cannot perform any other action
b. User can add and delete items and/or delete the entire Reorder List

c. User can transfer control of the list from one user to another

d. User can add and delete items, but can not delete lists

Which term in the status column of the Reorder List indicates that the supplier has
made a change to a product since the Reorder List was created?

a. Available

b. Change

c. In Review

d. Update

Which of the following changes to an item will cause a Reorder List to go In Review?
a. An item was added to a supplier’s catalog

b. Price of an item has changed

c. Name of the item changed

d. Manufacturer name changed
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